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SOME PRINCIPAL RECORDS MANAGEMENT ACTIVITIES FOR NOVEMBER 1962
TITIE OF ASSIGNMERT Assigned To STATUS AND RESULTS
25X1 1. vital Records ] a. Approved new Vital Records Deposit Schedule for

Task Force W/DDP and a revised schedule for ¥E/DDP.

b. Prepared a Vital Records DPeposit Schedule for the
Energency Flanning Officer and sent it to him for
approval.

. Prepared Report on Status of Agency Vital Records
¢ Prograa, contmining several recommendations.

d. Visited GBA Vital Records Repository at Keosho,
‘Missouri, to determine its suitability for Agency
use; 8 separate report will be gubmnitied.

25X1 5 pecords Comtrol Schedules | | a. Approved Revision in Schednles for OCR and FI/DDP.
25X1 b. Schedules for Engineering Mﬂﬁw;@ 25X1
Research Development, T8D/IDP in process.
¢. Review of a complete Bevision of OFR Schedule in
process.
3. Forms Management a. Prepared a new Form (1872) for the Prangportation

Division/OL to use in a window envelope; e:lj.mimtea
the typi.{:g of about 1000 names end sddresses
anmally.

b. BSalvaged supply of Form 207a for use in Paris;
saves sbout $100.

c. fley forn for the USIB Becretariat
% %o control and follow-up on USIB 251
assigementa.

d. Developed 23 new forms; revised 9 forms;
elimimbed 3 forms.
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TITLE OF ASSIGNMENT ASSIGNED 70 STATUS AND RESULTS

25X1 3. Forms Management e. Prepared a new 3 part form for the Office of
(contimed) Security to be used for FBL name checks, which
eliminates 3 individually typed mermorandops.

£, Designed four ISM punch cards, to be used in
1401 Computer in DDI Area.

e. Prepared two forms for the Specisl Clearance
Center, Office of Secutity on a priority basis.

25X1 k. Burvey of Medical ] 8. Report being prepered.
Staff Paperwork
5. Requests for Secure Areas a. Approved requisition for 1323 sectionsof Steel

Bhelving for RI/IDP to house approximetely 3000
cubic feet of 201 files now in Records T.

b. Approved requisition for 3 sections of Steel
ghelving for[ | Contact Office.

¢. Reviewed proposal for 3 motorized shelf file uniis
for Central Cover/DDP; final determinstion to be
made after seelng another installation.

4. Approved requisition for 3 Whirl-O-Dex files for
KPmb

e. Approved requiskion for 1 Rol-0O-Dex file for DIR.
£. Approved requisition for Specisl file folders for

Comptroller.
25X1 7. Records Survey, a. Began survey; filing systems to be developed;
. Bailding Security Branch recowds o be retired and other relded records
Office of Security. managerent work $o be underteken.

Ba
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TITLE OF ASSICNMENT ASBIGNSD T
25X 8. Operation of Records |:| a.
Center and Vital

Records Reposltory

b.

25X1 9. Hiscellaneous a.

-3

STATUS AND RESULTS

Received 1436 cubie feet; destroyed 353 cubic
feet; furnished 3k,904 references. 80,565 cubic
feet on hand 1 Decenber 1962.

A project to store the Regulations (New Format) by
individusl pages wvas initiated and completed with
the cooperation of the Regulations Control Staff
and the Interim-Assigrument Pool. A8 & result of
this project, & total of 25 cublc feet of storage
space was recovered. The Center will contioue to
work with the Regulations Control Staff to try to
save additlonal space.

The Records Center cbtained 200 “tuck-bottom” bozes
from the Federal Records Center for testing. Samples
were sent to various offices and everyone reported
that 1t was much better than the old type. As a
result, the O0ffice of Logistics will be reguested

to discontinue the stocking of the old type and to
begin stocking the nevw.

A tentstive date of 15 January 1963 has been set
for the "turn~over” of Courier responsibility to
Headgquarters Courler Service.

Assisted Legal Counsel in Retirement of 8 cubic
feet of records.

Completed draft of Records Disposition Handbook
and forwarded it to (ffice of DDS for coordinstion.

Attended Mall Management Roundtable at GSA.

Began Identification and Compilation of a listing
of gll Agency permanent records.
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TITLE OF ASSIGNUERT

25X1 lo. Other

25X1

ASSIGNED TO STATUS AND RESULTS
: a. Attended monthly meeting of Pedersl Records

Officers st the Buresu of Ships to see special
equipnent for microfilming, filing and retrieving
engineering drawings and specifications.

b. As Agency representative for the Kennedy
Fresidential Library, met with the Archivist of

the Unlied Stetes; Dr. Weyne Grover %o discuss
plans for the selection of appropriate papers.

|:| a. Visited the IBM card printing facility with 9
representatives from the Qffice of Securlty.

b
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CENTRAL INTELLIGENCE AGENCY
OFFICIAL ROUTING SLIP

TO NAME AND ADDRESS DATE INITIALS
25X1 V1]
, | Bxecutive Assistant, DD/8
Jh-2 :
3
4
5
6
ACTION DIRECT REPLY PREPARE_REPLY
APPROVAL DISPATCH RECOMMENDATION
COMMENT FILE RETURN
CONCURRENCE < | INFORMATION SIGNATURE
Remarks:
Bob:

Here is our report for November. Does
this type of report help to glive you 8

pleture of some of our activities?

FOLD HERE TO RETURN TO SENDER

FROM: NAME, ADDRESS AND PHONE NO. DATE

OIA Rec Admin Officpr
o > -0p211R 09P016-9

(40)

U.S. GOVERNMENT PRINTING OFFICE : 1961 0—587282
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